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or * 3 /aHn*a 

'r'K-t’lCi,* 

NO* 1*52 

SiKfSST % Us® Agency jaot** .pool facilities 
REFERENCE % CIA NnkiOO M© c I I . 31 March 1952 


4 Apx*i ISlsS 


25X1 A 


&o BmmoI Agwiay policy eM vroMdarcc with *©$pe«*t to m& 

T\u f f s f a0y v ^ biol * a eHa».€fw pei»©ime& haw amra Tmls»\ 
m ta» Intoroata oaf Monany ena ameteassyo 

**•“****& fell 0® requests for A^eaey Ifeto^Bcol facilities 
5f 1310 **3®** Sojftioos Se«tic®j, Support Stuff, 
J?* fciltfwinc iedirWwa # fers hereby appointed at* indicated to 

rs©s 4 r# and pmuses atsrh, mcnest* : 


Sriaeiisal cffioetr 


Alternate 


25X1 A9a 


25X1 A9a 


H03S2»o 

extensions 3?36^7<. 


aw looted in fitoos! 1303, I Building,, 

25X1 A 



aiAmsw B-HHD 
Ihirentcv of 2 yiinlry 


'W’* W W«h 
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OFFICE 01' TRAINING 


w NOTICE 

NO. 2-52 


SUBJECT i Parking permits 

RECISIGNi 'JR(C) Bullotin No* 13, dated 30 November 1951* 


?1 April 1952 


1« Effective 21 April 1952, a reallocation of OTR parking spaces 'will 
be made and oil existing assignment canceled as of that date* Km permits 
will be issued for the following areas: 


Motor Pool Building H ’ I" E liding 

Alcott Hall quarters "I" i 


2. Priority assignments will be made for official vehicles an! private 
cars used for official business . The remaining spaces will be allocated to 
car pools of OTR personnel on the basis of the number of persons in the pool Q 


3* AH requests for parking spaces should be forwarded tc the Adndnis® 
trative Officer, OTR, Room 1301, "I" Building, not later than 16 April 1952c 
If anyone anticipa tes not meeting this deadline, he should telephone Mr 0 

~~ ^ extension 8270, by 16 April 1952c Requests for spaces for 

official vehicles, or private cars used for official business, mist bear the 
endorsement of the Division Chief concerned. Each request for a catv-pool 
space must list the names of all members comprising the pool together with 
tho make, year, and license number of each car in the pool. 


MATTHEW BAIRD 
Director of Training 


DISTRIBUTION: All OTR personnel 


RESTRICTED 
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25X1A 
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Security lifotmtiio 


OWiCE OF TOAB438Q 


U/fJGS 

m r . >52 if- ApriS 1992 

S' MCV« Security Officer* CTO 

SiiCJSIOMs TOC Mialnietrmtlvo Inateuration Koo SC=3 f , 
dated 9 February 1951 0 


lo Effective this date., Mr 0 | 

Miiaiaaiet-retive Officer p 0TR* ie appointed Security Officer 
for the Office of Training o 


25X1A9a 


25X1A 


MATTHEW BAIRD 
Director of Training 


IKctrltattcas ALL CTO PB1S0RKEL 
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OFFICE OF TRAINING 


Wfim 
W« i-52 


WEfilSHCB* SB 


l*oy pnrtshsuse 1' 

9 April 


15 Aps*il 1$ 

xmk mn tms» 0 


=» W cpm o 


J**?* 0 alXw mOru%m% tlaa for oonpletion of m-itm 
^ s ^pp3y omo«» ell resist© Star JuSim 


ftaato al&oaaitnd for FtmaU lea? 1952 mat be 

s “ tton - **- -SI— 

!rgEBjff _fUBayjaB 

Rsspaaia reqairlag ©oair&at action 


atjtl a«m©©© other than 
Ssp&rtropfc of l)@T®.me tUm and 
b#tv, &® m 


Umlmal£&®& » 25 April 1952 


23 Key 1952 


» ®o«* r ’g®«®y requests. vdLll be processed after the dates inrfieafed 

oatS £? «,?!!!* ae * d 00ttld_ not hew b $©a iafeioi« 


fter 1 Ai3y 


MATTHBW BAB© 

Director of f,s 


mm. 


« 


S®/TE((G) 

All Division, Smash, nod Seotlon CMe.f® 
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on? tcN m mmm 


ICE 


JO April IB2 


s\ iJFXJT s Red Cross wad «M,ppl®d Children Drives 
m i'EHEHCEi CIA Moticesl I 


• 1 <> Report recently received indicates the rasultra of 
■■■;: r ifer&httfeions bo the Red Cross aodL Crippled Children drive® 
'*"* •» m&ployms of the QCFAm of Training to bo vs&l in 
«r«esa of th« 1.9a drive . 

2, : Such practical evidence of charity and sincerity 
’ those in need ia greets appreciated and mast heartening* 

% ThSa opportunity ip taken to express siaaere thanks 
e r 1 sppresiation to all those who eontribwted;, and in partis 
to those volunteers responsible for the success* 


MATTHEW jiilIRD 

Mrestor of Training 


ft' strttaticni AIL OTR PHiSONNia 
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’ “ “ B= 


I S : I 




irv 






Olrlis OF TRAJNIHO . 


f ■!. 

i r 


>28 April 1952 

! fe . j ■' : 


PEESOI^JEL BO/p© 


ia 


i ifi. 


l % 


1 + M*y 1952 a Personnel Boss'd will be 
ft 


ff| 0 |®r of Training (Speeialj^ Chai|aaa 
Aeaietwp Deputy Birsator of Training f Special) 

U.j. II '• ! N ! ■ I 1 ; rl I ! M > 

_ta££ Chief ,Cme»b©rahfp to be rotated 
® iaoa 8 Cy«T» ,cn &, six^months basis) 

i . j : i ? V f: Vi' ? I i : 

pbi^f Cj|«Bbepship to be rotated 
®iqn CMefs on a si 


Das 


J, ^ 



serre as 



2o The nain Ai^Um of t|4s Board, will be t©» 

. C*) Consider promotion resammondatioas received 

and Staff Chiefs* , , 

' ,; T . I 11 : 


'03 


po.1i.gise and initiate action in ©onneotio® with lb- 

program* 

U ! i !l lv|. : ! ,r! ' II : I . i 

(a) Aot in pn. advisory. ©opacity to BB/TR(S) on internal TR(S:i 


I 


r 


; (4) Constant, with. DiTision amd/or Branch Chiefs in 

with personnel problaats relating to trainees* 


Th 

. ... .. . _ . win be. endorsed fawrabiy or 

r by the Myif ia® ©r Staff Chief ooasemsd and forwarded to fc fa 




Staff or Division chief for submission to 

tha time ,aad plass of a masting^ 



, ... -I ; I I :■ l- ; : li ! 

... 7“ ■ 111,1 8 Will be convened o: me each month by the Recorder and 

2SJS ♦ SP® 0 * 0 ^ Y®®U®fi a when, deemed .meoessary by DB/TR(s) s A Ey smm't 
nattor® t? be ©onsid®r®d by the Board should be b mw m . ‘ -- 

Of the fimAonHiife nm* .J1 /iu » 7. . . . 


25X1 A 


| J j; 

Distribution j AM, 
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l\~IK 1 -£=*1 f 


OFFICE Of TRAINING 

NOTICE 2 May .1 *>52 

HO «• 8»52 

SUBJECT i Courier Servio© 


lo The following etw&er sohedule ■will be effective iimediately among 
the warioae buildings eerwpied by OTR’ 

fir* 

U845 «•» » »■ '•■♦ *•» •» = •»-••*» Room 22 a vS, Building -14 

C/915 *** •» ■ *» =» •• •* '» «* Room .164 

0925 - *» - Room 22-E., Building 34 




0940 *• “ tj ** <=>•»«•-•«»'• — •• Room 117, Central Building; 

<3945 « « ^ <* Room 115, North Building; 

0950 shuttle from North Building 

to ,! I« Building 

1025 - « *> «■■■ - - ~ « - - - - - « Room 1301, "I" Building 

Room 1024? "I" Building 
Room 2126, "1“ Bu ilding 

3D35 '-■> -* ==■ «- »»««,»•,*<* r« a. Roam 17, Building I 

1045 «’•»<= r-oo-co.fc,.,™ Room 155, BuildinJ 

1055 Wing & g nmoM .floor, Alcott 

1105 «=•»■= =-■ - «' «» « •> « «.«,=•«, a. Room 200 R ft S Building; 

1210 -» » - «=» ■» - «• - « ® «. ■» «• m Room 209 , R ft £ Building 

H15 =■■«=•«■-•-»■=>=- ® — — *> a.«. «. Room 105, R ft £ Building. 

,1120 Room 106 : R ft S Building; 

H 30 «> — «»*• -i- ^ Room 2326, Q uar ters "I" 



1415 • «. . 


1425 - - « 
1435 - - • 
1445 ^ ** ■=■ 
1455 - 
1500 - - - 
1505 


«• * Rosen 1301, H I" Building 
Room 1024. n I" Building 
Room 2126, "X" Bu ilding 
•> * Room 27, Building I 

=> ~ Room 155 • Build inj, 

•** *» Wing A, eeeond floor,, A1 
•* Room 20C R ft S BuiMing 
* ^ Room 209 ft ft S Building 
=■ “ Room 105:., R ft 3 Building 


sott 


; M3 



9 . ?’ a a 


25X1A 


25X1A 


25X1A 
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.5 s*«k» i u joroiiaation. 


OFFICE m TKA1N1NO NOTICE KOi 8-52 2 May 1952 


1510 » » « * Room 106, R & S Building 

1520 Kooto 2326, Quarters "I 11 

1527 •- - Shuttle to North Building 

154.0 «* ** - -■ - - Ho<mb 7 9 Actainlet ration Building 

1545 «** «■> •- - Roc® ,117# Central Building 

1550 « “ - - -•• »**«•- ~ «■ llootu 107, North Building 

1555 ** ~ "■ * - «--**•- *=• - Room 115, North -Building 

1600 « - - «- '“«•-« •» '-•» «• Shuttle to *I« Building 

1 Ac 


2* All n&teriel® to fee picked up by ito Cr- wrier should be ready lor 
him upon arrival at his itesignatad utoj* 3 

% T hs Sonritti* idXX siot. make ilsiributioa vithir a teilding 1; nor vill 
fee pe.rt-o» m any special outlet during: the course of h$.s scheduled isn, All 
requests for special delivery service* or th© transporting of heavy or bulky 
articles vdu be made to the- Chief, Supply arid Services Section, extension 827tt 


4- ^MATTHEW BAIRD 
/ " Director of Training 


25X1A 


Distributions AIL OTA PERSONNEL 


2 


• . 7l ~j-. ! r | • e * t U 
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25X1 A 


mx v a?. 

a Uaf» 

CIA | 


25X1 A9a 

25X1A 


"i , Tim msemtiam* wtm m ft&bjwot Mgjn&&t&©a< a» Siapmet 
asaaoat has boon «aiiabu&»h.'et Irt CTR for haaOag aff&a&ai 
@® 2 rrospoad«aso ajqMdaUowsSjr assi soo:3«Saro 

2 0 «o tbs ada&aiatmtto® aocitrol of this a®<*wsat v$M ho 
tho roopooafibiMty of tfao Adninlotra&lva Qfftom,, CfTRc 

*>o Vae&om mb^wxmatj vflJH bo antAt^iishod te$m§kmrfl> 
*QfH vhoro aoseasory bu«d Vfxm rnmn^Semul mmi.mmmUo 


®r. Rospostn for tho antaMtabanat of a *sh a^amms^Of, 
matalrotag a&spato J«wMfftootiOffi^ still b» sife&i-.&sd 4a fch* 

Aio&aSotmtfLw® QfffftaoaS) om () for a ppr o val, 


> Boca JJ08 9 "I* Bofiliaigg Sato 

fom» boon appoHEoI mHtoS$Mk of this aooonat m% to roapoxxoilbi.® 
4® tho Chiofg Contrast M«dJ„ Boon for oil stanp o lostaod to CSB. 
poraoanoU in aoaorslamo v&th CIA Botadotiao j 


4o S«b=a@®enait anato&am vi22 bo appoint*! by tho A^ninis^ 
4mMwo om-aerg OTRo Th*y will bo raspotis&hls -» tho CTR ®*»tod&i& 
for an ataaps iooctod term tha&r n^oaaoantoo * hay oro a|#@ 
raaponsiblo far tho naintenasstga of reaorda w d ftA* «otob91ohiai«it 
aaf«gt*»2da to iaowro that aS'X ataape, issaad or® 1 nodS for off&o£a& 
P®rjpO£»®*o 


§ 0 AH persona mtmatJag itwfi ftran any feai#a*tad svstodian 
tw rowairod to oe^Ooto PemUgm Slips, Pom Iteo 15»41< 


M»tr£b*afcfi<s®* ALL QTR PSB5CEHKL 


NtTiHW BAUD 
Mrtr *t«r of TrajLalqg 
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Set ih\ 


on nt ar Ia'jmnc 


25 X 1 A 


> 5 X 1 A 9 a 


25 X 1 A 


It Klf S **2 


NOTICE w "* ** 

NO 

SUBJECT 8 Imprest, Stup Uemn^- | 

REFERENCES CIA lUsguIftfet a t \ 

lo la aesesdaaee with 4h© sAbjiet «^oia%£aa ( as tnpksi 
ataap rawest has been ©•Ufe?A«h©Or ffTKwr haadJiag effUiel 
wriw pa a tow •9qpsriftM.mf.3y awi seerfelyo 

2 0 »o The ide&jdatLfciee otajrtd «f %Ms eAU be 

Me reejwee&bAlity of Me AdBsinlsireAtee Offieoe., OTR 


bo Vsr&oue sub* 


fel be eeteteJshed 

tieasl ge^ttd' yq s w a te o 


to Ramaeete tec Me aetehuilsliew*- ef tak «b*^*««®e© 
q^atsAata g adstusts Ji>ft l[fa8 stAo%i w?ll be sUbsft*’-bsi to Mm 
Adte&a&streti4^s Qfffioeri, 0TKy ter •ppbwaS... 

So J* a I — ^1 Rea* OT„ *!• BnWiftng* Bet* 3736, 

bee beau eppeiaM mtfiaSwi of tide eoetast eat .is respodetbl# 
te Me Cbiet 0 Central Mrifl 'Rosa ter sM At oms ;aef ^t to dm 
personal is aeeordane ifith CIA Rs^Ostioi| | 

4, Std^aseowt eeeleilaae Jill be sfpo&altel ty the Adndnls^ 
trebles Offleor, OTRo ' TW will *• reeponaibl* -so the OTR onatediaa 
hr eU stupe iaeeed fMn their 'seSM^wMo ' bey ere dies 

for the asiateasaee of 4mm4a end tv* estsbli^lnent ssf 
mftfiirda to iaeere Ihai ell steeps teased ere ■ »ed for dfflelal ' 


5a AM persons 
vill be respired to 


iseUag steiei ttm eey tesSgmtei 
.eie ftseteg^ 1 SMpe & Item No 0 35*11 


Nur.aoBf ] 

Streeter 


lAIRb 

> of graining 


ttkatribe&Asng ASX OTR IfX$€«I8h 
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SrJCRET 

Security T.uforajation 


NOTICE 

NOv 10*52 TR(S) 


9 # June 19^2 


SUBJECT * Personnel Assignments 

lo The following personnel assigrmenis have been cade 
effective as of the dates indicated* 


25X1A9a 

25X1 A9a 
25X1 A9a 


• Acting Chief# Administrative 
| | effective 

5 Bay W52 vice UroE 

I I transferred » 


Chief, C 


1952 vie© ’Jr* 
transferred o 


] effective 


Hi Apyil 


25X1A9a 


Cole 


Assigned to Support Staff to 
perform special liaison duties 
in connection with the support 
of I ~ 


1 

] effective 21 Lay 1952® 


25X1A 

25X1A9a 

25X1A 

25X1A 

25X1A9a 


25X1A 

25X1A 


25X1A 

Deputy Director# Training (Special.) 


Distribution? ALL TR(S) FEES0UHEL 


Approved For 
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mum) 


«ICS OF 




9 


25X1 A9a 


«*£ ihl*' 1 4scfcs ha* ' a»««8®d • JUii 


25X1 A9a 


Stfgflpfc Steffi 1 w&sj® My 


25X1A 


blKfftm 8M3® 
B£s*®I®ip ®ff Ti 







mm 


Mm-h* tv' 




HOTICE : 

K0tl2-52M(S) 

•-• ; 

SUBJECT t For 


9 0 & j 9 $Z 




effective ? July 1952. 

I. ~ ;U 


25X1A9a 


Acting Chief, Assessment and 
Evaluation Division, vice Dr 


25X1A9a 



25X1 A9a 


* Chie f, Assessment Branch, 


]s Chie f, Training Eval uation Branch, 
vice l L 

|t Chi .ef ; t Research and. V&Ijlui* ion 
Branch o 



25X1A9a 


25X1A9a 


25X1A9a 


| 25X1A 

Deputy Director, Traixfingntspeciaiy 
Distribution: ALL TR(S) 2EES0UBEL 






.;L.- 

-> ^ . py * 

•V-> i ? s L ---- 


> ™ 




s«|hP“S“E“T 




** 


hi) 


■s 
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S* '4sw ity Inform tion 


NOTICE 10 July 52 

N0„ 1> 52 


SUBJECT* 


New Servicer of the | 

Courses of Instruction 


TAB, 


to support the 


lc PURPOSE 

a. c This memorandum outlines two additional services c? the 
Library section? 

4 MSf £«0$r’lt im&M, ^SEfeiSgSl i“. the Ifcaislgs 

imzm 

( 2 ) A Bibl log -apiiic ’Service 

b The purpose of those aerviees ie to aid sill instrtctore 
by expediting the selection of reading Eieteriai through screening., and 
toy £-esistiag in the prepare tion of bitfiiographieso 

®*> naod for a GUIDE ,«d to Ribliographieel Service arises 
rm the volume of material reoalv -d at the T wining Library , 

Approximately 600 issues aru rcaei *ed each month,. Of this; total, me !?» 
than 100 are reports issued by gov mmm t agencies anci 1?0 ism trade 
periodicals. At ih» C .. I, A, ’teia Xo.hc.-ary there are additional’ periodical? 
arid a very large number of • ’.lane If od ooeumso" n, which corvtata articles 
of varying importance to the at no* « «; instruction,, Each Instructor 
would spend an excessive am wx, of tijsfc if he were to search these, 
publications to select artisan of training interest., 

2 a NEW SERVICES 

a,. The following new ser-'icee are proposed’ to protri.de a partial, 
solution to tae above prohleas 

CU A summary of the acre importent articles in a 

publication titled;, L GUIDE TO CURRENT ARTICLES PERTINENT TO 

ti iE TR/i n:i m ■ pi mm m. 


i *1" 
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W 


25X1 A 


w 




a„ .a functions of t-m GUIDE will be to screen 
publications and to select articles within the limits of l.ha 
program cf Instruction- online,, Brief* decriptive summri'r. 
of these artiel.es util bo presented in a mimeographed GUIDE , 
which will he die irlbuted every two weeks to those persons 
coticemecU ho attempt :wi .l be made to digest or evaluate the 
original article,. The .purpose of description will bo to draw 
. the instructor 6 s attention to the original articl e which m , - 
be obtained from the Lifeas ry in Room 155, Buildic j 


b 3 An outline of suggested subject headings to be assd in 
selecting material for th< GUIDE is shown by Attachment W A", 
Instructors are requested to revise this list to .more dearly 
emphasize their vm needs] to develop Individual guid e^oatll . no- 1 ? 
and forward them ho the 'Librarian* Room 155, Building I I v 
consult with the hlbrariai, os* Reference Librarian 0 It will ct> 
helpful if modifications vs Attachment M A W are forwarded to the 
Librarian by 16 J ly 195?. 


c 0 It is anticipated that, the first Issue of the GUIDE will 
be distributed 1 August 1952* 4 

2 0 Bibliogra clib: Service, 

a« This survive furthers the effort to aid the instructors 
in selecting material efficiently by compiling lists of retains 
materials on specific subjects* Two types of bibliographies 
will be compiled? (l) general bibliographies whieh are 
comprehensive,, tmcvalmte:' reading lists m limited subjects:,; 
(2) special hibliographivj which are critical* annotated* 
criminating wcrkirg lists , These services will be provided 
only upon the advi.ee, and at the request, of the instructor,. 

b 0 Attachment ! B" presides an example of the method which 
will be used to ei; able tl* inatruetore to make speeifio recent 
merdatione for bibliographic service* If bibliographies ar*s 
requested* please -consult she librarian or the Reference 
Librarian* embensi m 309 < >r 3038, or send, the completed fbm 
to Room 155, Building | | 


25X1A 

MATTES'/ BAIRD 
Director of Training 


.••xstrlbutiom OTR Staff IVrso irsl ' and Inatruetore: 


wyrv i-fp 
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Security Wamliim 
A 'MIiME W B 

GHECIuS.XST FVR PREPARAT COSH OP BJBLlOGRAPHr 


The purpose of this checklist in to enable the instructor to d«tfim- clearly 
the material to be ineludeft in n bihliogra ptay. An exact description of the 
reading material desired assists in selecting the Host useful, references,, 


2c 

3 


4c 


1 

8, 

9. 

10 , 


Name of the course of instruction or subject of the bibliography to be 

compiled* 

Number of instructors mm b indents., ; 

Are the persons to use the reading rat cri&l college graduates* undexfc* 
graduates g or persons with pr«vr ; .c-iu. study and experience In their 
.subjects? 


Is this request for only a s -ingle bibliography to ba submitted by a 
certain date* or for Mfoliof-rapliiee- to ba compiled on a continuing 
basis? 

What is th© highest clasaif Scat-ion of fche references which can be used? 
Are there any other security factors to be considered * such as books with 
a© identifying marks # or with ”>5 Officials Only*" etc. 

a) Is it sufficient to list only the author, title, date* publisher and 
pages of the reference? 

b) Is it necessary to abstract. describe or give a critical evaluation of 

the reference? <wiiMiii>(iiKin ^^ 

Is it preferable to list references in a desired working order* l 0 e o * 
alphabetical* chronologic^ or by subject? . 

Is current material doaireiL, or material published within recent years* 
or are there no time 15n&ta,ti©nB? 


Are the publications to be in English? Xf not, what other languages? 


(live a list of subject# 1 c k« tvied as a guide in selecting 
references., 


DATE 


SECRET 
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smti 

■> 


&t tht mzA ti*e *l«o the Inform, io» to i&» Aasiotosst 

Director for Spaoli£ 0j*araiioBi8<> 


Aig*V 

mum 8 smot 

Dir»» as* 

2„ AH personnel of OKE will edhacp® to ih» prmiMltxm of tfci.t 
quoted noEeraadha, 


25X1A 

M&smsd BAIED 
Dirwe ar of Tsslniasg 


Diateibtttt'OT?. AM. 01® 


*W 


ceghct 
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>i?fCE o? 'fcjzmm 


HOTIOS 

NO, 15*52 na(s) 


27 A»gas< 1952 


SUMSOT; Hsaonad* lit fck® Hw-i *4 


la , The Wtakly 
and Division Chiefs 
record it the m tir 
comploboly mtt the 
tilt which should 1 
and dlocussion rale. 
It i«c, tharefer« t d 
brief iiecoraadit. for 
rievs ; briefings* d 
One copy to be ft-ir 
In an historical f! 


i4tt?ity Bapi'-'bB «Moh aw sttfcsiittfl by; Sfcefrl 
L* p eevi is title tffia® tfith a bids?,, rtx-3f?f3:4t 
lilts csrriel otsfc within 2R(S> do not* hstiorer* 
t*tulre*o»t ifo** wtsldiihlag an Hiterl^S. 
tilnd a a ire ’d of staff plaaMage * reaear®li ?1 
11 at so lbs i*vuUptaoal of a«tivifct*«o 

ttlfti that iiaff and Disisi?m Chief* prepare 
thi ?•«?& f-JlhnirtHHt all si ratifies at Ifctoi^- 
aerie fines# i Wt: mooting* and diueassioaiis 
jfdti to tb*H>fflf® of HD/ER(S} .fo| . lnela&icx 


2.> Sttcb. nempr 
of reducing the neoe 
end division reproe 
more complete ban in 


for ttt | *0301*4 will alto rerrs the purpose 

t -sit.f ftf l.^-tgthjr vorbel roportlMf: by stuff 
itatirea, uM al.il pro Tide this office with a 
r cr supofrltlay ourroat actleitl*## 



Dsmty* Director of Training- X Spool el} .f 


/ 




Distributions At. si i'^l AH 3 UlHsXO* (JKUJS, *Ki{3> 


3®3$® 


25X1A 
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Kf 


notice V. ' ~ 

NO. 25 Septeifc*? 1<^2- 

: . ’■ j: , J ;> -> • '=. ; ' i ! - 

SUBJECT* Unocev.pled. HoQ'as and Exposed Classified Information 


i<, Of lata these f?a$ bean an increasing tenleaey to lease 
©fflo &2 opsa and . unguarded while safes ar® unlocked ftad/oy 
classified Information ^jqpc©8d 0 

?° C2 A Kegujatlon . Number [~ I page 16 , P {$) p explicitly «ua» 

limn t ha security precautions that met fee -feSlowed ooasra?lag s-.-se* 
whiefe .as® unoccupied, Therefore $ it i# Ir&m&ent upon all parson; si 
to rmtlm this regulation* 

. 3* is ©sphasised that sail Si^rs&scan era responsible ffe; 
malting frequent inspections of tlioir assigned ar*i»ae ia ©rdt.i to 
ascertain that proper security Is feeing natalaiEod at all tiroes,, 


MTWf mlED 
£i»sior of fmix&t-z 


Oietjpitetioa* m out p®sonm 



II V ;. i RisTRICTED , : 

||j|| ^ ^ t;±°n . ;v • 


sBOWfi 


±,kl 
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itlon 


OPTICS OP thawing 


25X1A 


HOTIfS 

NO. .7~52 n Septet wf 1932 


SlTJECTs Leave Schedule * B&I lance of 1992 

l„ la B«eor3an2« with the policy established la 014 N y-A*> 

| and la view of the repeat restrictions pltieed upon : 
ieeuBR2lstion of Sjitnuel leave* employees should be jgiven vmrj 
opportunity to use leave they would otherwise forfeit under 
provisions of the new law. In this re spect em ployees are ts 25X1 A 

fudllsrise themselves with CIA notice I I so &mt they yill 
how they ore affected by the msjor previsions' of this law,, 

?, In order to assure individuals an opportunity to us* f uel 
leave and to insert adequate: staffing during the Holiday perlac-i® -a, 
leave schedule etybraeing the months of October* Urrsaber, 

195? and January 1953* with special emphasis on t^s Theaksg'': eo-f 

Christmas holiday seasons, will be prepared by alt Off! Divl^iod as*? 5 
Staff Chiefs for their ' re s pe c tive units prior to 15 October 199'!, 

A copy of eaeh schedule should he direeted to the reepeativn Dapuiy 
Directors of Training and the Chief, Support Staff fee lafeifeatiei,,;. 

■ I 

3, leave schedules will show the individual *a tmm s e-fgauiiaw t: real 
component, the dates on which leave is requested, and the eanaui i f 
accumulated leave. Where possible, conflicts will be resol :@d at ii % 
Division level or below, sad in this respect Chiefs of Divlilos 3 < x 
Staffs are responsible for maintaining an adequate staff at all.- t‘ sa 


iXIA 


MATTHEW iAfiSD 


Director of tealnSng 


v 


Distributions ALL OTR PERSONNEL 
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RESTRICTED 
Security Information 

OFFICE OF TRMNim 


NOTICE 

NO. 18-52 September 1952 

SUBJECT : Parking Permits 

HECISICW: OTC Notion No. 2-52. dated 11 April 1952 


1. Effective 7 October 1952. all OTR parking permit 8 will be re~ 
assigned. All existing pe rmits will be picked up and reissusd by the 

1 Support Staff, on 6 October IS 52. 25X1 A 

2. Priority assignments will ba made for official chicles and 
private cars used for official business. The remaining spaces will be 
allocated to car pools of OT R personnel cn the basis of the number of 
persona in the pool. 


25X1A9a 


3. 

Chief, C 


All requests for parking permits should be forriarded to the 

\ not later than 2 October 1952. If 


an yone anticipates no t meeting this deadline,, he should telephone 


Mr 

2 


extension 8&?Q S before the close of business on 
tober 1952 o Requests for permits for official vehicles, or private 
cars used for official business, must bear the endorsement of the 
Division Chief concerned. Each request for a car-pool permit must list 
the names of all member;.; comprising the pool together with the make „ 
year, and license number of each car in the pool. 


25X1A 


25X1A9a 


MATTHEW BAIRD ■ 

Director of ‘Training 


DISTRIBUTION? All OTR personnel 


RESTRICTED 


Approved For Release 2002/05/02 : CIA-RDP56-00403A0001 00040014-0 






Approved For 


00040014-0 



Security Information 


OFFICE OF TRAINING 


NOTICE 

NO , 19-52 6 October 1952 

SUBJECT ; Personnel Assignment 




lo Effective this cate -Mr, 
Chief, Support, Staff vice Mr, 


is appointed 
tranef erratic 25X1 A9a 


2 0 Effective this date rr 


is relieved 25X1 A9a 


w-w * -w - | I o e ” jifc uBi 17 Tpij| 

of his duties as Ass is tart Deputy Director of Training (Special) 


25X1A 


MATTHEW BAIRD 
Director of Training 


Distributions ALL QTR PERSONNEL 


Sr§ c ^,' iS £** , rC*6r 
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5. .. i 

i, : 7 

>. !;* ( ;> i 



BQo acussr- 16 Qetotor 1952 

SUBJBSS. 1 :? SskseokI^f Stewri I ;; : & 


1« X& is R Rsd FbafSier* 1 tl re a^ela and all Offiees the 
Agmsp bmm toon sailed upor. to le a? fimnaisl aid to that 
splendid work of ito Cf»aBi£t$r >h«w*t Federations 

2» reoognd&s tbKt dcsauds say to tortteoming ttm ■ 
MuySands VirginM,, ■* ass' ^rlscne, but a# Washingtonian*,, 

tapowiy or per^m^, %m sm ta Offiaa of Draining should be 
interested is tbs oefamwt-,%- i*A fam- of this area and should make 

•a ny effort to asssiet this w»# eharity.T 

25X1 A9a 3 U ^r-c, I I mem 1314» Building* 

extensions .30C9L „ toa toon d«*r«ifn* rtad as w iSey*e»* for this p rogra m 
tor OTR All ooaiMtotlonn aisd inquiries concerning thio program 

should to directed to Mr.. itaviAv 


25X1A 


Director of Training 


Slstrlbatlom XUU CW BSBUSUT* 




;tbej 
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• * 'W? (, ; s*v 


cm«« of rwim® 


M/TI 1 -S "I*/ £$*£»' 

iiw,. 

hmmmi /a*»ign»i«i p 

1, y?ifc gut** Hr* I ~~| i>« 25X1 A9a 

A»A**w. «f TrtJjaJjig 


25X1A 

1A1H) 

fji t Trel*«iag 


MstribttUoiii ill Qf-ft- P«rflf)jjrvRl 
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sjficb of tMmxG 


NOTICE 

KOo 2,3 “52 2 £952 

SUBJECTS Personnel Evaluations Keporio 


do The Personnel Evaluations Officer & OER has repoi’tad that the 
Evaluation Report, a are not being returned promptly in imos^usm with 
toe suspense dates $steblfoh®d for eath report* . Sim© OTH is a <g«~ 
*p@n«®r of toa Agamy Coreor Sexrise Program of which thea« repcsrte 
are © pert* this office sunt set an e:asple in oonplying with the 
provisions of the Frogi’am* Supen?isa?.*s era hereby directed* there** 
fore p to return Personnel Evaluation lUporta procptly or to justify 
any unavoidable delay in returning too ccnplated reports 0 

Aci 11 should, be pointed out that ooeploted Personnel Evaluation 
Reports b m-am a personal « well as a classified, document and must be 
bandied aooordingly. Completed, reports win be transmitted in a sealed 
envelope stamped "Eye# Only© 1 ’ 


25X1A 

MATTHEW BAIRD 
Direotor of Training 

DISTRIBUTION* All OTR Section 9 Branch j, Divieiosjt and Staff Chiefs 


RES TRICTS? 
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SeouiuV Lax onaaulor 

OFFICE OF TRAXHXRG 


NOTICE 

B0o 24*52 2 De©«ab«r 1952 


SUBJECT* Fsraoneel Xafonaftiicm 

25X1 A BEFERBHCE* CIA Regulatij * 

C Ik Ifotioss 


lo Tfe® Personnel 0fflo@r 5 0KB, lu responsible for madatemna© of 
a ousraait office personnel information file as outlied in ref ©ressoed 
CIA Regulation^ 


2o In rim of the zm ©hang© in telephone listings throughout the 
Washington Area, it is ■ requested that all Division and Staff Chiefs in 
0TB prepare a current listing of all personnel under their supervision 
giving the following infonmtions 

Ban® Hop® address Hop® phone Office room Office telephone 

3o The aforementioned listings will he submitted in triplicate so 
as to arrive at the office ©f the Chief, Support Staff, not later than 
10 December 1952o i These listing© will he used to bring personnel infos*® 
juatioa cards up to' date as well as for ©©spiling new 0TR telephone dir© 3 - 
t©ries 0 




MATTHEW BAIRD 


Director of Training 


25X1A 


SSSfBJBBTIOls All QTR Staff and Division Chiefs 
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*51 


p£=l 

3#,- 
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*% 

.■■f.-r-l n ... 


OFFICE CP-TRAINING 






KOSICE 

MO. 25*52 TR(S) 

SUBJECT* TR(S) Promotica Paml 


. • • ’ s'/"; • ’’ ■ 

15 Horsier 1952 


! .? »T'W-.vi.x. » , 

A -’ ■ 


RESCISSION* NOTICE 6-52 TR(S) P subject »TR(S) Personnel Beard% dated 
28 April 1952. 


w-u 


• ■ 

la Efffestivs 15 Novec&er 1952 the Director of Training approved 
th© establishment, of a Procwtioa Panel in the Office of Training (Special) 0 
The Panel ■will be o opposed of five members. Tiv® Assistant Deputy Director 
of Training (Special) is designated as Chairman of the Panel. The four 
additional members tdll be selected by DD/TR(S) from staff s division 
and brooch chiefs \iithin TR(S) fi on a rotating b&eiso 

2, The function of the Panel is to serve in an advisory capacity 
to the Deputy Director of Training (Special) and the Career Service 
Board 9 OTR p with respect to all TR(S) promotion racerattandations through 
grad® GS*»12. 

3 o Th® TR(s) Prtsaotion Panel oil! be convened at 1100 hours on 
the third Wednesday of each month in order that the action of the Panel 
may be given ccmelderation by the OTR Career Service Board which meets 
on the first working day of each month. Special meetings of the Panel 
TucUl be convened at the request of the Chairman. 


ho Reeosiasndatittns for the promotion of TR(S) peresnnel should 
be submitted through organisational channels to the Chairmen of the 
TR(S) Promotion Panel s an or before the Friday preceding the third 
Wednesday of the month in order to provide the members of the Panel m 
opportunity to review th® xeccramaadafeioes in advance off the regularly 
scheduled xa&stlngo 


5o Recoffiffifsndatioa® for promotion of TIl(S) personnel fcs grade G$®13 
and above vdll be cubed tied to th# Deputy Director of Training (Special) 
and not. to th© Chelrssii of th® TR(S) Prcaaotloa Panel. 

6. The acoEStp&nying format will be fcHo^ed by all supervisor® 
in submitting r®c®s3®ndati©na f or promstica csf TR(S) pereaaaslc 


Deputy Director of Training (SpecdUCl) 

Attachment 

Distribution: AH Staff e Division and Branch Chiefs!, TE(S) 




. '•jr-?. 






;»«<«■ 


•%A 

. 
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IATIONS 


2« Baom 


3o Title of Position* 


6 0 Tiasa in Grade* 


7o Grade to Which PrcsBotion is Reoofsaanded 


Indicate Office, Division, SCO Grade, Positions Helds 
BOD Date TR(S)t 

Indicate asalgnmnts bald in TE(£0, and uanaer of perforcaaaeo 


10o Brief Doeesiptim of Duties in Present Aeaigaiaeat* 

Ho Brief Statement of Manner of Performance and Tim in Present 


12 o GIA Training Received and Training Evaluation by Course, if applicable? 
13 o Indicate Growth Potential in TR(S), and/or the clandestine services s 
Ifeo Any other Considerations* ' - . ■ ' 

23 e Signatures s Title of Supervisors 


STAFF OR DIVISION CHIEF ENDORSING RECOmeKDATION* 

lo Present f/O Position Murcbor of Person Recommended for Proootim* 

Z 0 T/0 Poaitlon Number and Grade for which Person is Raceraa^ndods 

3o Concurrence or Die ©eating CoKsssni s 

4c Signature T itl e D at e 
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Approv; 


'onaatlon 


HOTXCE • ^ V 1 Dooaaber t<&2 : 

HQ* S6~5£ ®(S 

\ ' 7 7.‘. * • f*. ."* • ’ ' - 

SUBJECT® Grgenl&aiicw cdS* the Office? ef Training (Special) 
HESCISSIOSIs TBD i Ms&i&itratiw Xttstractd.&n ?0~2 dated 9 Iterch 1951 


1, The organisation csf ths Office of Training (Special) 
j$prw®d by the- Deputy Director for Adi&nle t ration m 17 Soptmbor 
I9J2 9 is ®ho®& m ths attaohed chert*. , ". . ■ 

2 a The Office Is mm imk® tip <a£ the following asajor unites 


OLl&hed to the inactions 

placed .in the Overseas Training 
«mt stiff. 


Staff and the Doctrine 


Afisoseasant and iSvaluattcvi 


fhi® - ete iff consists off a Pi^shc&ogieel Assessment Branch B a 
Research end VeXMaitm Braoch asuf a Training Evaluation Breach 
ffornserly under the Deputy for hm*%m&.nb and Evaluationo 


.PAaoa sad ?»»s Staff 

Tide staff euoosKKto the pfeuviin; 


ishioh ©s&atet under 


furotiesos asd raspmeibiltiiea 
d,xlag sod consist® off a 
»jeet» Bipaneh and ^pMial 


Tide diwleim hm aeeumnd the 
at the f&rmp Deputy tor 0<m>>ri Tn 
Covert Training Branch* Spoci&L Pn 
Branch #1®' ' -• 


25X1A 


This 44 ,' vision in aade t%> of «a Air Training Branch and a 
Aim T raining Branch » fm'mtlr am4er the aspervislea of the 
.y for Training o V 
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' S-EUC-R.-&-T 


>< • ■-••*.• :*V. '. •■■ •■*»-. V;»sv.v 

: .This ^tvlsipn, is - responsible • for the' eenaJ»P^* »i i 
courses ofcommon instruetion formerly under the siipeV^l 
the Deputy;' for. Staff Training,, Also the Holding and int 
Training Program, formerly the responsibility of the Dep 
for Holding and Training* has been assigned to the 1 'Basic 
Training Division* • -'-f 

g* Mvaneed Tra ini ng Division ]>tA 

i-his division has been established to combine into < 
operating unit the various advanced specialised training 
conraes fonuerly under the supervision of either th® Dow 
for Staff Training or the Deputy fov ' [ Trail 

h„ Support Staf f 

The Support Staff, OTR, provides all administrative 

nS?!?I fc JV^J 1 / 6 )f ai ^ J - n -. aids Ead Eiateriale for both 1 
Office of i raining (Special J and the Office of Training \ 

3 0 Telephone extensions of the chiefs of major component 

Deputy Director of Training (Special ) ' " 

Chief, Training Dovol op-mo nt Staff 

Chief, Assessment- and Evaluation Staff 

Chief, Plans and Programs Staff 

Chief, Project Training Division 

Aixwf lari time' Division.* 

Chief, Air Training Branch 
Chief, Maritime Training branch 
Chief, Basic Training Division 
Chief, Advanced Training Division 
Chief, Support Staff 


25X1 a; 


Director of Trainia 


ional cte 


distribution 



Staff and Division Chiefs, DI/P 
Training Officers, DD/.P 
Staff and Division Chiefs, OTR 



S-EUJ»Ev»&»T 


• -sVJJS -i •. • 

' . &■ ft ’v j ‘;' 

■ ; ' v .*?.*■% f r- ■* ■ 1 •" 

:v ; ' yJr&f.w } '•*>. • 

•JrtWrriJfeWvt 9 //.-i*:-*. •:?-,»« ,W .• 

1 ■•! y ir--Z"iy ■;-**. r*OJhr-x- ,.i- y.Mv:VV,<.-0 


ft: 


•Vs*. »» (5j9 •••; t/: ’•* £ ■ 
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?U - 1 ill Tt-j 

Security Information 




m., 28^2 . .17 UttMtar fcW 

SQBJfiCr^ tollsit;' f4*a u<p 

It i» %i'tix'U tkxb ^i‘wwi 

piMtiMa bmm sip off «a MFR 

IS52 ChriUtewM* 1 «?©',= t8/»j this JjaparAonal iwie 

thawflara*. of <c j:«m* ;sg gnliMa for e year ©f 

'ley*! wppMt tmi e© * 4 .§htm *J»% 

jrois way Imaa « !Kfc/ry CaolrtaM, taA uy ba&laf Hat it ebaM 
«J.l wnjay a 4$ - 3 , 


KATTOI ttSK) 

<c»f Training 

’ *C1 1TI; » 


HMIMTJU 

- «(fc ,-jUHrW' 
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* 


IJFFIC8 08* THAINHK* 


NOTICE 

NO, 28-52 T8{0) 22 Dsagstber 1S>>! 

SffBJECTs Fom&fe to be Followed In Submitting Jteeeaaoen iations fw 
Ppomstlon 


1, Reemvendaiions for the pronotie n of TR(Q) psroormel will 
bo submitted in seven capias by appropria to staff and division chiefs 
to the Deputy Director of Training (Oene* %l) in accordance with the 
format attached hereto.* 

2o This format lias been approved fcy the Director of Training .■> 

3« The Office of Twining Career Sej vice Board will review and 
*aka final recoirsnendations to the Personnel Office on all preiw/siors 
ivseomendationis aubritted by staff and division chiefs to the Dajmty 
Director of “raiding (General) .> 


25X1A9a 

Deputy Directs; r of Training CCkuneral) 
Distribution! All f H £0) Staff and Division Chiefs 


/&S341D1BD 
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W MEMORANDUM FOR: Ifcputjr Director of Training (Geno.al) 


SUBJECT 


PiOffjotitxn Rocoimnesidatioa of 
Orade OS to Grade OS 




JT « 


thi, of th f lr,for7r,atlun f««u»hed b«lo Wi It is recommended 

the subject irdi*it:u«v. be promoted to the grade indicated,, 

?,.> EOD date with fJIA cr its an t.e«e darts (OSS* CIO) 

2c; E0D date with TRIG) 

3 > Title of present position,, 

&o Date of last promotion. 

So Time in grade 

6 0 Tim® in present position-/ 

io Description of duties in present p. av.it ion . 

3 0 Manner of performance of duties in present position.-, 

9c Title of position to wntch vw^ii *» is recommended <> 

10 s ^»je3t Individual to >t r for,a the duties, of the posit f m 

tne ilevel oi the grade re- commanded 

Uo Growth potential of subject individual within OftR and CIA, 

12c Training and experience- cuaUfi-satieiw of subject individual. 

13 o Other relevant facts for- evaluating- this recommendation* 

Iko Present T/0. position fa. caber of subject individual. 

15.. T/O position number and grade fW «st«*i subject individual is reeora* 


if» tf i 


i» or surr or 'mHotsnifsi^ 


Approved* 


SepuSjT IS rec^jor eF 'frainlcg ^'Sensjra^ 

Disapproved: 


I rector of T r/iains-' ftkia®r*3 


R££m.:i'Ei. 
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Security Inform tioa 


OFFICE OF TRAINIiJGr 


NOTICE 
HO* 1-53 

SUBJECT* Persosmol Assignasnt 


13 January 1953 


Effective 6 January 1953, in addition to Ida duties as Chief, 
Training Davolcrpnont Staff , TR(S), Mr. | | j 3 horoby 

appointed Acting Chief, Advanced Training Division, TR(S), vie© 

tiho remains Assistant Deputy Diroctor of 


SSr* 


Training (Spocial), 


25X1A9a 

25X1A9a 


25X1A 

’ MATH IE’/ BAIRD 
Director of Training 


Distribution: All OSH Division and Staff Chiofs 
TR(S) Branoh Cldafs 
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j Security Inforaaiion 

' : ; . : * :■ ..-I HS ; I* ^ : 


cpf ice of mamm 


HOUSE 

K0 ° 2*53 26 January 1953 

SUBJECT: Person nol Aosi^neeat 


Effoctira 14 


January 1953 * Ur, 


is appointed Acting 


Chief, Aii* Training Branch, vice 


’ IS BAH© 
PcLraefcor of Training 


Blstsibation; All Staff, Dividcm and Branch Chiefs 
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25X1 A9a 

25X1A 




Approved For Release 2002/05/02 : CIA-RDP56-00403A000100040014-0 




QS '.CRAIiSMG- 


HOTIC.B 

HOo 3-53 

SUBJSOT* Awiouno^a&a*. of .Ippatataaot 


4 February 1953 


iUSSCIUD: Cffii Holloa 2> «53> <* 26 


j££?«o*ive 14 


tonry 1953*- Hr* 


la qr^ir«'4ri 


ehist', Air training Br»et., tXm 


4 llASffiSM BtffcB 
Dilator aTTrft&aLng 

DletriSMifc&aas AM D.t^.«3oa «o& Ewcab Chiefs* 




25X1A9a 

25X1A9a 

25X1A 
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(Vi n-MTUAT-* 

• -A afi ri ■*»»•» 

Sensj.i.ty uv.’oi’smioa 

o ‘f:u i c? ‘ismmm, 


K0E2GB 

HOa fe~53 4 Hfcaroasfy 

SUBJEXJ^a Aruioyiioaiiiflafc «x *ppoiatTO»fc 



SB&rd*tvGr <k? 

D.ie^xdb«fci®j i All 3ts£f, Dlvicloo wtf. Brtsneh Chiefs 


C&KSMKUL 
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OUNyjBSHTI/lL 
Security Xnffitant&en 


W 


fSF’nce OF TRAINING 


NOTICE 

NOo 

SUBJECTS 



25X1 A9a 


Chief 48Msmi& *nd MLuailm Si&aff,, (rm, nm 
Mr* 


A®$$nt<= 


matthe* uaird 

Dismsfesr @f Training 


25X1A9a 


25X1A 


Diatribtttiens AO OTR fenwNift 
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*' *\V 


Security Information 


i CFFICS CP TBAIHDG 


^ ; '-i*/ 
/. . ' • 


nones 

moo 6*53 ss(s) 

r J i. • ... • : - 

SUBJJCTs Procedure for Announcement of Bi(S) Courses 


•v 

.s s ■■ *? f * 

■■ • f..;. . ' ' 

20 Februaryl953 


lo All course offerings v&thin TR(S) dll be prepared by 
the appropriate chief instructor and dll contain information 
as listed in paragraphtuso below 0 Hie preparation of the course 
announcement will be [timed so that it can be cleared through the 
Division Chief, this Chief, Plans and Programs Staff, and the Reg® 
iartrar, 0TR, for signature by Deputy Director of Training (Spec® 
i&l ) s to insure release at least three weeks prior to the begin® 
aing date of the coarse <> 


2c All course announcements will include: beginning and 
ending dates; location; reporting instructions to students; sec® 
urity clearance required; prerequisites, if applicable; adminie® 
tretiva channels for submitting training requests;' closing date 
for admission to the course; an estimated p or tentatively ached® 
uled, date for the next offering of the course e For training to 
be conducted at a site outside the Washington area, the announce® 
meat will establish a realistic closing date for registration and 
will include any necessary information for student briefing or 
processing v&ich may be required prior to the effective date of 
reporting o , 


3o The Chief, Plans and Programs Staff, will be responsible 
for insuring adherence to the above provisions 0 

ko Sec sample attached a 


Dsputy Director of Training (Special) 

Attachment ® 1 
Distributions 

Staff, Division and Branch Chiefs; 

Chief Instructors ** TR(S) 

one •**» <■» 


•i 

T 
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% : ,SA^PLE CP COURSE MNOUHCaiENT 


MasoaANDwt for* Trailing ornoers^ m/p 

'■ v r. ."t it • • ••• • » - ; ’ 

SUBJECT! Operations Course 42 

- ■ - '■■■■'• ' . >■ i 5 . 


SjPJ fivea at a <aasalfied site outside the Washington area. 
Students will report to the site on Sunday, 8 U&rcho 

- J* ■ . ■ *• jrL* ^fe' ; - & 2> v-i' 4 *T I- • • . „• . . i . . 

2o Attention 1* called to the fact that the dirlaion of OG atudento 

Jkil. t Sfi? a ? 80rt ^ iS ****& aboU-ehedo ?0£ OC 42 and f or future classes 
tliere will be no gro*p B; all student* wLll'have equal status,, 

* P £S! iw i?^»^ 8Crib#d Prerequisites remain in effecto Students 

® laa f!^ 0 Th ® 7 «tould immediately be cautioned 
I? u « tM<ihortiB#d Parsons* (a) the locality in which 
they mil boj (b) the true reason for their absence from Waahinstun.. 



25X1 A' 


. , Twining requests for all stu dents should be seat throw* 
administrative channels as outlined in I I Earallmant will h« 

oleeed by the Registrar, OTR, at 5*00 p.nu on Thursday, 19 February. 
?a«ilities for women are limited* a few will be enrolled on a priority 


25X1A 


^ SVS** m clcs * d » etudonts will be provided with pilnted 
instructions which they must read, sign, and return to the Registrar,, 0TR o 

i A * co P t ® d a^dents must report to the Auditorium, B uilding 

J at 9*00 a 0 mo on Wednesday, 4 iJarch, for briefing and processing,, 

6. Operations Course 43 is scheduled to begin on 27 April. 



25X1A9a 

Deputy Director of Training (Special) 
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Snfofwaiion 


0 STICK OF TRATUiJNO 


tunes 

m, 

SliW; NulMatioa of Segnanta of OfR 


2 Mftjrob 1953 


The folloviog eagwrata of 3TK have Jiwssmtl^ wtioaatade Tha Hating, 
iadioatae new location of the Chief of the aotiv&ty* 


Me&aced Tmi&iug Division 
Air Training J^mncfc 

25X1A8a | 

Iteri time fsaft&ittg Bsnuwh 
’tsmittinc AM® Ssanab 


HAffaw/ m:xm 

0 Iffaeior of Trailing 

Btatritmtions Ail 1R(5J Parao*®*!. 

All Staff* and Branch (Mala* fKlC *] 1 

Ap support staff J^waown®! 


.108=9 

m 

lfet» e 207 
Xfk 

ziz 



ft & f. 


iMV&WMl 


25X1A 


25X1A 
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Sec Information 


o?t xGii it moNim 


NOTIC* 1? Marsh 1933 

«o 0 d»53 

SUBJiSCTs Un*w*od 1952 Pmu*l leave 


t a fttfmrma* ir aide to CXA Metiee I I which 
txt HiflM the legislative restriutloas placed on the 
«M»WDul&tlon of leave* Mpeeifieally, tJdC notice 

and the lm&.aXa/Um to which it pertain*, states that 
alt annm l leave earned during oaleadar year 1952 muat 
fie used before the cl»te at ouaeoieea on 3C Juno 1953* 

2., in mew id thm reotedetica, aupervieoro should. 
mkt» every effert in e-tallv traur peraonael to one aueh 
awmtji yucm that might oUarv&.je be forfeited oof ore 
30 June 1953 > 


mrrm baibd 

xiixw-%&r rf training 


;*inw4btfUoo? ill Ofh Personnel 


ilijatTsS 


25X1A 


25X1A 
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IuSTHIGTSD 
Security Information 



TRAINING 


NOTICE 
NO o' 9-53 


31 March 1953 


SUBJECTS Reassignment of Parking Penults 

REGIS ION % O’ER Notice No 0 dated 29 September 1952 


lo Effective .13 April 1953, a reallocation of OTRjparldLng spaces 
win bo made and all existing assignments canceled as of that date,, « 
.permits will bo issued on that date 0 

2 0 Assignments vdH be made on the same basis as heretofore, |r 
assignments will be made for official vehicles and private cars usee, i 
official business, and the • remaining spaces will.be allocated to w p 
on the basis of the number of OTR persons who participate in the pool 

regular basis 0 


3o The attached fora should be comp leted by each person request) , 
parking space and deli, vexed to the Chief , 

Inter than 6 April 1953, Requests for permits for official vetu.cj.as 
private cars used for official business must boar the endorsement oi 
Division Chief concerned* 


MATTHEW BA1HD 
Director of Training 


Attachment 

Distributions All O’ER Personnel 


t 

RESTRICTED 
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ca^XDEiiTm 
Security Information 


TO: 

FROM 3 


Chief 


out 


25X1A 


SUBJECT i Request for .Parking Permit, 
REFERENCE* OKI Notion Ko G .y -53 of 31 March 1953 


I-" It is requested that I be allotted one parking space on the 
basis of the following inf carnation; 


ALL DRIVERS s 

(Noa-OTR to 

be. preceded by an asterisk) 


Name 

Tei 0 

License No,. 

Mal e© of 


l&fcc, 

& State 

Oar Model 

Xear 


BHGrULAIt OTR RTU RBS 5 
Kail® 


(Indicate number of days per week) 
Telephone Extension 


I certify that the foregoing is correct infesfiaation© 


IslgnatureJ 


JUSTIFICATION; 


(Use only for official vehicle or private car used for 
official business) 


Division Chief Concerned 


Q OMKIDENTIAL 
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r Security lnf@s^tlosi 


office of nusxrzHG 


MoriaB 

no,, m-m 

StBMCXs @£ 





25X1A 


OMritetlone AM ajfft-FanoraMiS. 


M+t-ift-s-M-i-i-fc 
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Security Information 


OFFICE **' TRAINING 


NOTICE 20 kori.1 1953 

NO, 13-53 

SUBJECT; Career Designations 


la At its March Meeting* the CIA Career Service Board consider*; . 
the problem of specifically identifying each career employee with that 
component of the Agency responsible for ids career planning* 

2* The CIA Board concluded tiiat career planning should be de- 
veloped in relation to major areas cf operational and support responsi- 
bility -within, the Agency and has identified twenty-one cc»nponenta which 
offer career opportunity for prof e salt nal specialization „ These com- 
ponents* together with corresponding Career Designation code* are set • 
forth on the attached list* 

3o Effective not later than 1 May 1953# the Assistant Director 
for Personnel will assign a career ; designation to each new career 
employee as he enters on duty* In f addition, the AD/P will officially 
record the Career Designations of all career employees or duty as. of 
a date to be determined, and has been made responsible tc insure that 
each career employee is- Informed of his current Career De-eignation* 

4o The Agency Carter Service Board has decided ao a matter of 
policy that n 

a* In making the initial Career Designation* an individual 
shall be assigned to Ida present Office Career -Service Board, 
if he expresses a desire to continue under its jurisdiction and 
is acceptable to lias Office Board j end 

b 0 A request for change .-in Career Designation may be initiat-'C 
by any career employee and shall, be forwarded by his Career Service 
Board* with coireaeat, through the- Assistant Director for Personnel.# 
to the appropriate Career Service Board for its consideration* 
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B-T 


. . . Since proraulg&t ion of the career .Service Program in J'ine 

fche Office of Training Career* Service Board has considered at? 
primary objective to be career Planning - for progressive development, 
of all permanent members of the staff «f OTh. Toward that objective, 
tnvre now arc being compiled, for approval of the OTR/CoB, career 
development programs for indiviiual members of the 0T3i staff, These 
prograras incorporate the self-analysis and aspirations of individu al s 
ana taa considered judgment of supervisors and reviewing officers as 
reflected in the Personnel Rvaluatibn Reports and must be so scheduled 
as net to conflict with operating responsibilities of 0TR„ I believe 
tuat our contribution toward accomplishment of the total jfigency mission 
is a significant one,, and 1 am certain that for most of us, OTR offers 
real opportunity for a progressive career in the Agency 0 

6 0 A Career Designation in principally an administrative devi 
to assure that each career enployeeis under the active cognizance 
one of trie Office Career- Service Bcird 3 0 It may be changed from ti 
to time in response to request of an individual or the needs of the 
service, gone of you may desire -thit planning your career become i 

anoth9 *' thfc organizational components on the 
attached list o If so, your memorandum request for change 'in Career 
bu .-.agnation should be forwarded through normal channels, with comrae 
to OTH/obB, Room 1,024 £ye Building 0 Your current Career Design 
vd.Il , be recorded initially as "CD-TS" unless a request for change i 
career Designation has been received by not later than 15 Hay 1953 


co 

of 


t ne 


■ "" 3 

•ition 



OATTKlSw BAIRD 
Director of Training 


Disir .hutioru All OTR rereounel 
At tacJuaents 


■3=1 ’4.. ■* i >iv T 


25X1 A 
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CARES 


Security Infornation 


OMVm DESjuGIL&IOlii IN CIA 


S DESIGNATION 


OISGrANI 2 AIIOMAL COMPONENT 


CO ~ B 

Deputy Director (Plans) 

CD - FI 

Foreign Intelligence Staff 

CD - PF 

Political and. Psychological, Warfare St* 

CD «■» PM 

Fara d Li tary Operations Staff 

CD ~ TS 

Technical Services Staff 

CD ~ MIt 

Office of National Estimates 

CD - CD 

Office of Collection and Dissemination 

CD - RR 

Office of Research and Reports 

CD - Cl 

Office of Current Intelligence 

CD - 31 

Office of Scientific Intelligence 

Cl) - OQ 

Office of Operations 

CD - A 

Deputy Director (Administration) 

CD - PE 

Personnel Office 

CD - BF 

Office of Controller 

CD ~ GC 

General Counsel 

CD - 

Pi-ocurejient and Supply Office 

CD - G3 

Office of General Ser/ ices 

cd - m 

Medical Office 

CD - SE 

Inspection and Security Office 

o 

8 

*3 

Office of Training 

CD - CO 

. Office oa Gomniunications 
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CONFIDENTIAL 
Security Information 

W 


OFFICE OF TRAINING 


NOTICE 21 May 1953 

NO© lfe-53 

SUBJECT: Announcement of Appointment 


25X1A9a 


Effective IS May 1953, Mr© 


is 


appointed Chief, Maritime Training Branch vice I I 


MATTHEW BAJKD 

Director of Training 


25X1A9a 

25X1A9a 


25X1A 


Distribution: All OTR Personnel 


CONFIDENTIAL 
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Security Information 


CFFICE OF TRAINING 


NOTICE IS Mey 1953 

NO, 15-53 

SUBJECTS Returnee Debriefings 


1 0 To enable TTi(S) to utilize the knowledge and expe rience of 
personnel who return from the field, the Training Development Staff 
attempts to debrief as many returnees as possible. The information 
thus obtained is processed for the use of TR(S) personnel 

2 e It often happens that TR(S) ie unable to determine accurately 
which returnees are most valuable for debriefing from a training view- 
point* . or that notification of their re burn does not reach TR(S) in 
sufficient time to allow for appropriate action, especially if tie 
individual is due to return to the field shortly,, 


25X1A9a 


3o TR(S) staff members, therefore, who have personal knowledge 
of the return or expected return of persons considered to be desirable 
can didates for de briefing* are as ked to fox-ward that iafomation to 
^** 0 1 ]Room 1A, Building | | so 'that action may be taken. 


I I — — \ J| | — " M >«» WUakA.WAA 

In this way, TR(S) may be able to debrief many indidduals who might 
otherwise not be contacted. 


25X1A 


Deputy Director of Training (Special) 


25X1 A9a 


Distribution; 

All Staff, Division and. Branch 
Chiefs* TR(S) 


S~S-£~R-g~T 
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(.'OTOR fim 
becurity : tn 'owaattoa 


cm.cs m trahopk? 


aCHCS 26 June 1953 

»0, 16-53 

SDBJKSTs Asnoimcareat of Apyeiiriiafent 


25X1 A9a 


Effective 15 June 195.}, Sr, 


It 


ajrpointed Chief, Language Training Division, Office 
of Tr a i nin g, In nidi it ion to hia preaent duties, vice 
Mr, | ~ 


25X1A9a 


25X1A 


WOTHEW BASED 
Director of Training 


Dietrlbutioas All 0JH Pexuoaoal 

Training Liaison Officers 


cmrimmM. 
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cow raKwnJtt 

SeouHfy Tisferaatton 


annus gp wtana 


BGfflCB £6 Jua© 19^3 

»0o 17*33 

SOBJICTs Director of draining - ©f 

Active unitary Duty 


S&ssaaueli as the Director of Training reverted 
to Inactive military status effective fig June 193** 
be requests that Me military title no longer be u*wd« 



Adtasniatmtlve Offic®^ 02B 


Distributions All (0B* Fereomiel 


lMHPX3S3mAI 


25X1A9a 
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BS 


CFFICiE U’ TfcVSWSBC 


NOTICE 

NOo 1&-53 

SUBJECTS 


25X1A 


RJEFSREtlCEs CIA Katies 


Uti lisation of Mti&nlstratlvv Supplies on* Jqidpuanfc 

fettid IP April, 1953 


I„ ft. refamwaS n»ttc a Or*** tto UcUM» '*»«“ * 3 

a progcentf Ssononlc uMllsaUan of a*4nlotantlTO *«®fl 

OSilfeo 

z a At the request of tho GItief . lagUfcles Ottlflo, felladnc 
Infora&tioa lo disoeiiuvttod t© all. CTii poraennois 

«It is bcOiowd that everyone -in too Aganoy ^aa * w Siliu? W 
toward the prewar ncoajjfcUfcawKfc of the Adr^iaist-.-tdlca 3 
objective few? ispoo* jar o»on*ff -and efficiency lo the 
by joint and todlvAdijal practice of s^p^* dis^pW^a «» 
related to abrnro aubjoato A. pragma >■* **J°C toivlotou to 
reduce the coot of aff b atppltoc and i 

without lundioawinG io *W »/ thQ produotiva *iu 

procran can succeed only if oil persona©! 0I ^ 'f 03 ”f°V "'■ 

bcSSvi* in and pxwiiOG tlw principles* brou&it to their 

attention,? 

«Co 3 t Conflciouaaaaaa should be too uppermost toon^it of all 
ocployooe in utilisation of agpUoa <'W<n* 

Administrative ©applies oro f«r your ano in potfonuoii©* 
of your duties a 

WboTi drmdflC auppllue, £& £$; Bi&% USB mS, m 
vtoat .you ago ^gg^a PM i£SH& i&SSEliSa® 

A dealt and office chock to rottim egseoas sqpplieo and 
^f to^pS chonnal;^ v4U bo conducted in «» *» Jtttwj 
by your Adntoisirativo Officer, in conjunction vdto ^ 

Supply porsotwelo All *rp3oy**j are. requested to cooperate 
fully isith pemainel aae^yjad to this function* 
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Yfoo'ye and aKfcm’^saoeo 4a tap? tf SuppAasa and 

Bqo^iasnfe affoots ' all if tw fcs fcaapagwa,, thonfo*o f m» 
should be just as pmatieca tela cjafcter, as w nre in 
the laanacaiamt of oik 1 Indlubuual nouooholdoc * 


• mmm mm 

OJLracfcnr at Training 

Distribution AXL G©i Pars® m»X 
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Off ICS OF TRAITO® 


25X1 A9a 

i 

25X1A9a 


t- 


BO, 19-53 


8 July 193? 


SUBJECTS AppoteteeiA of Security Officer, OIB 
RECjSXONs OTR Notice Ife. 3-52, dated 15 April 1952 

ia appointed Security Officer for tfc® 

Office of Tra i ning., 

2 Hp j ] ha a been made available to OTR by th© 13ir®ctoa? 


of Security to hassdle all eeourity matbjrs for tide 0ff£e* P In 
hie absence ? security aatt^ra vill be raf erred to the A&dalstafati'Jd 

Of fleer* OTR,, 


MfiSTHEW B&iftD 
Dircctcr of Training 


25X1A 


Biotributicrts All OTR Personae! 
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Security Information 


OFFICE OF TRAINING 


NOTICE 
N0 o 20-53 

SUBJECTS Vital Materials Program 
REFERENCE; CIA Regulation ! | 14 July 1951 


4 August 1953 


1. Mi 

The referenced regulation established a Vital Materials Program 
within CIA* Documents, boohs, papers, maps, eto„, that are considered 
vital are to be identified and transferred to a repository for safe- 
keeping. To date, a negligible amount of material has been placed in 
the repository by the Office of Training, Immediate action must be 
taken to carry out OTR’s responsibilities under the program. Within 
QTR, the program will be administered by an Area Records Officer, 

Pending the selection of the Area Records Officer sad the completion cf 
a study as to the best method of screening materials now in QTR files, 
the Vital Materials Program will be placed into effect under the 
Administrative Officer, OtR, insofar as it relates to materials originated 
or received on or after 1 August 1953* 

2. VITAL MATERIAL 

Vital mater ials are defined as those specific items in the 
possession of CIA which are essential to the Agency on a continuing 
basis and which, in the event of destruction, would constitute a serious 
or irreplaceable loss, 

3. RESPONSIBILITY . 

a. The Deputy Directors, OTR, and Staff and Division Chiefs, 
OTR, are responsible for establishing criteria for identifying vital 
materials within their units and establishing procedures for transmitting 
such materials to the Administrative Officer, OTR, for deposits, 

b ff The Administrative Officer, OTR, will; 

(1) Assist and advise Staff and Division Chicsfs, OTR, 
in the identification of vital materials* 

(2) Transmit all vital materials to the CIA Records Officer 
for movement to the repository. 
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(3) Maintain necessary records of O'ER materials placed 
in the repository, 

(4) Arrange for reproduction of material aB required,, 

4. PROCEDURE 

Effective 11 August 1953, a copy of all vital materials will 
be forwarded to the Administrative Officer, OTR, by 5*00 p,m, on 
Tuesday of each week. Each item for deposit as well as the retained 
file copy w ill be stamped "Vital Material" and one of the following 
statements will be written beneath the stamp* 

(1) Hold far months and destroy, 

(2) Indefinite retention (write "IR"), 

(3) Hold for ___ months and return, 

(4) Hold for future substitution. 


25X1A 

1 i MATTHEW BAIRD 
Director of Training 

1 : 

I Distribution: All OTR Personnel 
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